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Login

Link to FK SHARE: https://share.felleskatalogen.no/

FK SHARE

Username

Password

‘ Forgotten password |

You will receive your username by email from Felleskatalogen. Follow the instructions in this
email to create a password.

New user needed in FK SHARE? Send an email to redaksjonen@felleskatalogen.no
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Overview

Dashboard (front page)

From the dashboard you can navigate to your sites, search for files or sites and see

documents you have recently modified or checked out.

My Sites (red arrow): FK, VET and Media sites that you have access to (Note! The list
shows maximum 50 sites so if you have access to more sites than this you must click

‘Sites’ (black arrow) and then ‘My Sites’).
Search field (
Activities (

to.
My Documents (blue arrow): Shows the documents that you have recently modified

or edited.

): Use to search for files or sites that you have access to.
): Shows the latest activities in the sites that you have access

Fellesbruker Fellesk... Q, Search files orsites B |

Wruker Felleskatalogeq ﬁ
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FKACIC

FK AGB-Pharma

FK Baxalta (Takeda AS)

FK Bayer AG (MSD)

FX BioNTech (Pfizer)

FK EuroCept

FK Fresenius Medical Care
FK Galapagos

FK Helsinn Birex
Pharmaceuticals (Swedish
Orphan Biovitrum AS)

FK Ipsen AB (Sverige)

FK Janssen Biologics (MSD)

FK Medice

FK MSD

tukerinfo for FK

R,

My activities * all items « inthe last 7 days *

A Follow what's going on in your sites
— The activities in this list let you follow the changes in the sites you belong to. You'll see things
such as content updates.

A 4

My Documents

I'm Editing ~

Keep track of your own content

| This dashlet lists all of the content that's important to you, no matter which site itis in, Use the
filters to easily find what you're looking for.




Sites (FK, VET and Media)

There are three kinds of sites in FK SHARE; FK, VET and Media sites.

FK — For Felleskatalog texts - use rtf documents only.

VET - For veterinary Felleskatalog texts - use rtf documents only.

Media — For instruction and/or educational (RMP) materials - movie format, pdf documents
files or audio format.

In the FK and VET sites you will find all documents for a given MAH (and local
representative).

FK AbbVie (AbbVie AS) s

Select - 1 upload Selected Items... -

@ Documents

% Alphagan AbbVie Approved 03 Mar 2023 07:49 Administrator
O B Belkyra abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
(] 2 Botox Abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
] 2 combigan Abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
] 2 constella Abbvie 1.0 Approved 03 Mar 2022 07:49 Administrator
O B pucdopa Abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
O 2 Ganfort Abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
O 2 Humira Abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
] 2 «aletra Abbvie 1.0 Approved 03 Mar 2023 07:49 Administrator
O @ Lumigan AbbVie 1.0 Approved 03 Mar 2023 07:49 Administrator
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Functions and statuses in the FK and VET sites

UPLOAD — Use this function whenever you need to upload a new text (with no earlier version
available in FK SHARE).

CHECK-OuUT AND DOWNLOAD — Use this function whenever you need to edit a text. A copy of
the text will be downloaded to your computer, and you have locked the document for
editorial changes by others.

RepLACE — Use this function whenever you need to upload a version with editorial changes.

PuBLISH A MAJOR VERSION — Use this function when the text is ready for review by the
editorial staff at Felleskatalogen. An automatic email goes from FK SHARE to Felleskatalogen.

DRAFT — Working version of a text.
PENDING — Version status of the text after you have chosen Publish a Major Version.
APPROVED — Major version of a text.

VERSION HISTORY — (CLICK ON THE DOCUMENT TO SEE THIS) — Use this function if you would like to
see comments and earlier versions of the document.

EpiT PROPERTIES — Use this function if you would like to change the name of the document.

For detailed information regarding the editorial process, see Production guidelines for FK
texts and Production guidelines for Veterinary FK texts.
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https://www.felleskatalogen.no/medisin/dokument/produksjonsveiledning.pdf
https://www.felleskatalogen.no/medisin/dokument/produksjonsveiledning.pdf
https://www.felleskatalogen.no/medisin/dokument/produksjonsveiledning-vet.pdf

How to use FK and VET sites

New FK texts and VET texts

When you have a new FK or VET text (no earlier versions available), you should use the
function ‘Upload’. The document must be a rtf file.

FK AbbVie (AbbVie AS) e

Select - X upload Selected ltems... -

B Documents

T e
O

[£ alphagan Abbvie 1.0 APF
J [£ Belkyra Abbvie 1.0 APE
O [£ Botox Abbvie 1.0 APE
M D amnhican Akkiin 1n nor

Upload Files to =

Select files to upload
Selected file

Tralieve vet. Dechra inj og tyggetabl.rtf 77KB

To proceed with the upload, click the Upload button below.
To change the file selection, click the Select files to upload button abaove.

Choose the correct document from your computer and click ‘Upload’.

The uploaded document will then be available as Draft version 0.1.

2 Tralieve vet. Dechra inj og tyggetabl 0.1 Draft

Check the document name. If you would like to change the document name, click on ‘Edit
properties’ by activating the pull-down menu:
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Edit Properties:

Tralieve vet. Dechra inj og tyggetabl.rtf

Mame:

Tralieve vet. Dechra inj of tyggetabl ]

Save Cance!

Activate the pull-down menu by right-clicking the mouse:

[§ Tralieve vet. Dechra inj og tyggetabl (% View Properties
2 veklury Gilead [ Edit Properties

& Download a Copy
B zonnic Niconovum

# Check-out
# Check-out and Download

&2 Publish a Major Version

[E Move to...
Delete

After the document is uploaded, the editorial staff at Felleskatalogen will review the text and
suggest editorial changes, if needed, and notify the company to review the changes. The
company can either accept the changes or add additional changes. Then choose ‘Publish a
Major Version’ from the pull-down menu. The document is then placed in status ‘Pending’
and an automatic email goes to the editorial staff.

(% View Properties

5 Edit Properties

¥ Download a Copy

# Check-out

# Check-out and Download
% Publish a Major Version

@l Mowve to...
Delete
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Edit an existing FK text or VET text

Activate the pull-down menu by right-clicking the mouse and choose ‘Check-out and
Download’.

@ Tralieve vet. Dechra inj og tyggetabl (% view Froperties

5 veklury Gilead [# Edit Properties

¥ Download a Copy
@ Zonnic Miconovum
# Check-out

Jﬂ_ Check-out and Download
& Publish a Major Version

rEl Mowve to...
Delete

You have now locked the document for editorial changes by others (the document is
checked out), and you can choose where you would like to save the document on your
computer.

2 Tralieve vet. Dechra inj og tyggetabl_0.2 0.1 Draft 05 Mar 2023 14:52 Eivind Kobbevik Eivind Kobbevik

A Y8 v= Yo
I Medlastinger B Qe {-)

e

& Hva vil du gjere med Tralieve vet. Dechra inj og ...

Apne Lagre som v
The document gets automatically the version number as a part of it’'s name.

-

Tralieve

Dechra ir

tyggetab
it
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Add changes with Track changes enabled. After editing the text must be uploaded to FK
SHARE. Choose ‘Replace’ from the pull-down menu.

(% View Properties
¥ Download a Copy

< View Original Document

[+] Replace

(%) Discard Check-out
[E Move to...

Delete

Replace File

Select a file to upload
Selected file

Tralieve vet. Dechra inj og tyggetabl_0.2.rtf 71 KB

To proceed with the upload, click the Upload button below.
To change the file selection, click the Select a file to upload button abave.

Version Information
Checkin: O as Draft

@ publish a Major Version

Comments

Select the edited document to upload and add a comment if needed. Under ‘Version
Information’ you should choose ‘Publish a Major Version’. Click ‘Upload’. The document is
placed in status ‘Pending’ and an automatic email goes to the editorial staff at

Felleskatalogen.
Important! The name of the uploaded document must be the same as the document name

in FK SHARE. If not, replacement of the document will fail.
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Version History

Click on the document name to view the Version History:

J [5 wveklury Gilead

J @ Zonnic Nigconowvurm

Fannic Nicanovum.rtf

Document preview is only available for major versions (1.0, 2.0 etc.) but not for working
versions (0.1, 0.2 etc.).
Zonnic Niconovum

Last modified by Lene Cecilie Poulsen on 03 Mar 2023 19:38

evious () Next I:I/E = 4 100% Maximize ¥ Download # | Q » Document Actions

-

[# Edit Properties

4 pownload a Copy

Zonnic «Niconovum» # Check-out
CE midel ved i

MUNNPULVER [rms:cmmszz g ag-l g mapcmcr_gm
2mg, . 4mg, asparim, 5 =
‘msﬂ.[mﬂ.dl Y —

- ;
¥ ml 1 spray (D07 mi) imsh: Nilodn L

qk.rd.ose mnnfp] wjﬂiwagL ‘naivmipdrolsid, b [E Move to...
[ —

Indikasjoner: Ti bebandling av todskkavhengighe: ved & cempe rliotineng og
hstnenssymgiomer. Behandlingen skl gers reyeeslun lesre hos revme s Delete
motiverts for  shucte, aller sjere rpykeradusion Istere hos reykere som S &
slate.

,’J_. Check-cut and Download

vimg @ ke

O TR
Rétg\'\;'i‘l:!grﬂm D€ 1yhEE ;s]l:e’.mfh?npnl\m = mre_q_gpl.r_‘m’ = z 1.' Elis

* Properties

» Version History [#

s Latest Version
e g Zonnic Niconovum.rtf
1;9@ : bar ke soises aller ks ved
S ey e e e

v preparss
0 F frizamins: nikotin k=n il fi med

2 30 mimiter For 3 "fﬂ‘ mne ol ng::s;n;m D?‘U:nf v . Lene Cecilie Poulsen 03 Mar 202:
Tm

HEnL
;pﬁ\ 12z Tersom s:nz=runm=nd1g_ da
nsenn;umm-h\aﬂlﬂdnle*l lsphrahm 1 time. Mals. dose
time, 2 sprayer p = dusa:lngsﬂl:ﬂl ]]zx B4 sprayer o dagl sti.ﬁl'm!: Ir_LdeJl
Jmchtmd.

for 2 redusers 1eyidngen mest l:uhﬂ Forsak
reykere a1 modvert, men Be severe @m 6
]ud:l ber oopsekes dersom reduksjon |

iglig

Murnpuiver:
zal-;

Older Versions

-

hoomelien By Dizberiiers 2 1z U
el pprese Egm*:; = g s Zonnic Niconovurm.rtf
G

F sicer ick =
duodenal- ag D:E.ar Overfeet avhim fincs : m ]

letere & avsiune em . Lene Cecilie Poulsen 03 M

alvodig  forgifind vare fatsle. Munrpuiver: Insholder eg
fi}iaﬁ-ﬂﬁlm ved famylketonusi b?;rq Imsholder smé P—4 » Comment
mangder ol
j PD( utfyllende informasion om  releveme  intersksjoner, bmuik
s metbolismen & lsgamicler som metzhclisares vz CYFLAZ Zonnic Niconovum.rtf
Reykedutt ke gerir gl reduser metsbolime og ekt blockomsepiasjonsn av slike
. ®
. Lene Cecilie Poulsen 03 M
r =9 o Comment
-
=
4 »

To view the current working version, choose ‘Download a Copy’ below Document Actions. To
view an older version below Version History, you must click on the download button.

Older Versions

Anagrelide ACP.rtf

T [ NI PRI SN R T T,

side 10




Delete a document

If you would like to delete a document you must notify the editorial staff at Felleskatalogen by sending an
email to redaksjonen@felleskatalogen.no

HOW TO USE MEDIA SITES

Instruction and/or educational (RMP) materials (movie format, pdf documents files or audio
format) should be uploaded to the Media site.

New file

Create a subfolder with the drug name if the subfolder doesn’t already exist.

”l.m Mvedla INOTSOTT  Private

Select - + Creats... - X Upload Selected
@ Files B Folder
U B Aimovig

] B Genotropin
U B Imraldi

Use the function ‘Upload’ or ‘drag-and-drop’ to upload the file. Note! The upper limit in file
size is 2 GB. If you have a file greater than 2 GB, please contact the editorial staff
redaksjonen@felleskatalogen.no.
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Media AbbVie (AbbVie AS) s

select - + Create... - X upload

& Files

Drag and drop to upload files!

Drag files from your desktop and drop them here to upload. 4] You can drop files onto folders.

You can also...

Upload files
‘ —L'—j"‘ Create a folder

The file name should contain the drug name. Always include ‘RMP’ in the file name if the file
is educational (RMP) material.

The editorial staff will receive an automatic email once a new media file has been uploaded.

New version of an already existing media file

Only the current version of a media file is stored in FK SHARE (there is no ‘Version History’).
Use the function ‘Upload’ if you would like to upload a new version of an already existing
file. Send an email to the editorial staff redaksjonen@felleskatalogen.no if you want to
delete an old file.

Renaming a folder or a file

If you wish to rename a folder or a file, click on ‘Edit Properties’ by activating the pull-down
menu.

Edit Properties:

Video 3 Hvordan stille inn doseringsminnet_NO_NR2212233329.mp4

MName:
[f.‘iden 3 Hvordan stille inn doseringsminnet_NO_NR221 2233:]

- N
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Preview a file

Click on the file name to preview a file.

Files > @ Produodopa

Produodopa_RMP_PatientGuide_v1.0 Feb 2023

Last modified by Eivind Kobbevik on 03 Mar 2023 10:53

Files > @@ Omnitrope Sandoz

(®) Previous (3 Next /8| == 4 115% Maximize =~ ¥ Download
Sikkerhetsinformasjon Cttens nEsidutverk

Produodopa®

(foslevodopalfoskarbidopa)

mot fremskreden Parkinsons sykdom

Denne pasientguiden inneholder viktig
sikkerhetsinformasjon som du ber kjenne til.

Ha denne quiden tilaienaelia nar du bruker dette legemidlet.

& | Q

m Video 3 Hvordan stille inn doseringsminnet_NO_NR2212233329.mp4

Last medified by Lene Cecilie Poulsen on 03 Mar 2023 13:01

> 0:00/2:17

side 13




	FK SHARE
	User guide for FK, VET and Media sites
	New FK texts and VET texts
	Edit an existing FK text or VET text
	Version History
	Delete a document
	New file
	New version of an already existing media file
	Renaming a folder or a file
	Preview a file


